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APPRENTICE/TRAINEE/PROJECT UPGRADE MONTHLY PERFORMANCE RATING REPORT
APPRENTICE PROJECT UPGRADETRAINEE

NAME PAY NO. TRADE SHOP CLASS FOR MONTH OF

AREA ELEMENT DESCRIPTION OF WORK
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 TOTAL 

HOURS

TOTAL HOURS IN SHOP

HOLIDAY

ANNUAL LEAVE

SICK LEAVE

SCHOOL TIME
TOTAL

SUPERVISOR'S SIGNATURE APPRENTICE'S/TRAINEE'S SIGNATURE

CODE x - SAT...SUN...HOLIDAYS    8SK - SICK LEAVE    LA - ANNUAL LEAVE

DATE
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APPRENTICE/TRAINEE/PROJECT UPGRADE MONTHLY PERFORMANCE RATING REPORT
NAME PAY NO. TRADE SHOP CLASS RATING PERIOD

INSTRUCTIONS

A performance rating shall be made for each Apprentice/Trainee/Project Upgrade participant on the last day of the month, or when assigned to a different supervisor during the rating period. This rating 
will be submitted to parent division training supervisor/project upgrade manager immediately following the rating period. Supervisor/coordinator shall place an X in the block indicating most correct 
evaluation. S or U may be further clarified in the remarks column. "U" requires a complete justification in the remarks column (be specific).  
  
The supervisor/ coordinator shall discuss this reading with the Apprentice/ Trainee/ Project Upgrade participant and corrective action deemed necessary to correct or improve the learners's performance 
should be taken.  
  
 S Competent performance in most aspects of his/her assignments. Occasionally demonstrates excellent performance. 
 U Unsatisfactory performance in many of his/her assignments. Requires close supervision. Not qualified.  
  
1. Quality 
  1A - Accuracy of work assignments and neatness of working habits 
 1B - Conformance to prescribed instructions 
 1C - Demonstrated skill and ability 
 Average Grade 
  
2. Quantity  
 2A - Completes work assignments 
 2B - Acceptable work produced 
 2C - Initiative, industriousness and utilization of working hours 
 Average Grade 
  
3. Adaptability 
 3A - Capacity to retain trade skills and knowledge  
 3B - Ability to get along with fellow employees 
 3C - Ability to follow rules and regulations  
 Average Grade 
  
  
 

S U

1A

1B

1C

Average

2A 

2B

2C

Average

3A

3B

3C

Average

SUPERVISOR'S SIGNATURE APPRENTICE'S/TRAINEE'S SIGNATURE
DATE
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INSTRUCTIONS
A performance rating shall be made for each Apprentice/Trainee/Project Upgrade participant on the last day of the month, or when assigned to a different supervisor during the rating period. This rating will be submitted to parent division training supervisor/project upgrade manager immediately following the rating period. Supervisor/coordinator shall place an X in the block indicating most correct evaluation. S or U may be further clarified in the remarks column. "U" requires a complete justification in the remarks column (be specific). 
 
The supervisor/ coordinator shall discuss this reading with the Apprentice/ Trainee/ Project Upgrade participant and corrective action deemed necessary to correct or improve the learners's performance should be taken. 
 
         S Competent performance in most aspects of his/her assignments. Occasionally demonstrates excellent performance.
         U Unsatisfactory performance in many of his/her assignments. Requires close supervision. Not qualified. 
 
1. Quality
          1A - Accuracy of work assignments and neatness of working habits
         1B - Conformance to prescribed instructions
         1C - Demonstrated skill and ability
         Average Grade
 
2. Quantity 
         2A - Completes work assignments
         2B - Acceptable work produced
         2C - Initiative, industriousness and utilization of working hours
         Average Grade
 
3. Adaptability
         3A - Capacity to retain trade skills and knowledge 
         3B - Ability to get along with fellow employees
         3C - Ability to follow rules and regulations 
         Average Grade
 
 
 
S
U
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APPRENTICE'S/TRAINEE'S SIGNATURE
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